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VA-ONCE SCENARIO #1: ENTERING A CERTIFICATION FOR A
MAIN & EXTENSION CAMPUS

DESCRIPTION: This scenario provides the steps and screenshots to enter a certification in VA-ONCE for a
veteran student completing nine (9) credit hours at a main campus and three (3) credit hours at an
extension campus.

EXPECTED OUTCOME: There will be 2 certifications displayed i one for the main facility and one for the
extension facility. If attending more than one extension, repeat steps to add the student at the extension
facility and complete a certification for the hours taken at that location.

1. Addthestudentt o t he extension campus by sel eciromthg 6 St ud e
dropdown menu at the very top of the page.
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2. Select the appropriate Facility Code for the extension campus from the dropdown menu
(this is the code that aligns with the extension campus where the student is taking or will
take classes). Add thes t u d e $SN amsl select 00OKO .

Add a Student

Enter the following information for the student

|TEST |
Last Name*

(2-2-X222-22) v

Facility Code*®

Student SSN* Confirm Student SSN*

[] Student Has No SSN
| OK |

7

—

3. Click A O Kwhen given the prompt that the student exists in the system.

Add a Student

FPlease read the following before you click "OK" or "Cancel" button.

This student exists at another school, but not the current school. The system will allow you
to add. If this is the student you want to add, click "OK" to continue. Or, click "Cancel” to
return to the student select page.

School
Facility Code School Name |School §
DEMO UNIVERSITY

RICH ADDMNEWSTU 2-2-2222-22 HL A

ok _| cancel

First Name | Middle Name Last Name




4. Complete or validate the information on the Bio page and Save the information.

[ADDNEW [ [TEST [ ]

Salutation  First Name* Middle Name  Last Name* Suffix
899-01-7255 [ ] Address* Location [ Domestic V]
SSN* Student ID 1234 MAIN ST
|899-01-7255  |[00 viE Vv
File Number* Payee# Chapter* oOP | L v|
[IHL_UNDERGRAD v G State”
Training Type* 60302 _I:I
2-2-X222-27 Zip* Zip Suffix
School Short Name Facility Code |
|BS Saciology V| Phone Extension
Program*

| noreply@noreply.com |
Email*

[NONE v
Prior Training Credit*

: [ |
[l Guest Student [ Active Duty e e
v

Primary School — Name — State Notes

User Def 4 []

User Def 1 User Def 2 User Def 3

5. Navigate to the &electépage from the menu on the left and search for the student. You will
see the student listed at both Facility Codes (Main and Extension campuses). Select the
student at the Facility Code you want to certify.

Student School Detail

Search by [SSN V| [Starts With V| (899

| Search] Clear

Search Type Search Range Search Text
[All Active v (Al v A v A v (Al MIE v
Status and Facility Code and Chapter and Training Type and Program and PT Evaluated
| [to] [[ALL V] [Al V] [ALL V| [ALL Ml Firter |
Date Range or Days until Cert End or Training Time Prior Credit Active Duty m
Showing 1-2 02
B —

1/899-01-7255(899-01-7255| 00| TEST



6. The Bio page will display again. From the Bio page, navigate to the Cert page and click
dNewodfrom the Cert Menu at the very top of the page. The &dit EnrolimentdArea will show
the Main Facility code.

Cert Complete Submit

(A
Term Name

wv]Al
Status

hd l Al Vl to :
Facility Code Begin Date Rangl. |End Date Range |

p SE|SPG 2017 01/052017 22222222 40239296
p 3E 10/23/2015 22222222 30115755
06/04/2012 22223222 14174195

p 4 |VP-NCD-1 03/03/2012 22222222 14174197

Save Cancel

2

| 4

Term Mame Begin Date* End Date* Res Dist* R/ID Clock T&F*

D Advance |:| Accelerated Pay

Pay (high-tech courses only)
LDA/EFF Date
Remarks Modify Remarks List




7. Complete the certification as you normally would, entering ONLY the hours taken at the
main campus.Cl i Skomitd6 at t he verage.top of the p
a. Screen before submitting:

VR’

Cert Complete Submit

VA Data

(Al Al

VAl | o]
Term Name Status

Facility Code Begin Date Range End Date Range

[ Fitter |

p 5E [SPG 2017 01/05/2017 22222222 40239296
10/23/2015 22222222 30115755
06/04/2012 22273322 14174195
03/03/2012 22222222 14174197

p 4 |VP-NCD-1

Save

[SPRING 20 p»[1/15/2020 [5/152020 || 9] 0] | [ 5400.00]

Term Name Begin Date* End Date* Res Dist* R/D Clock T&F*
Advance Accelerated Pay

D Pay D (high-tech courses only)

LDA/EFF Date

Remarks

Modity Remarks List

b. Screen after submitting:

VA Data

[Al ~Al VAl v | tof [ Firter
Term Mame Status Facility Code Begin Date Range End Date Range

p 5E|SPG 2017 01/05/2017 22222222 40239296
10/23/2015 22222222 30115755
06/04/2012 22222232 14174195
03/03/2012 222722372 14174197

p 4 |VP-NCD-1

|SPRING20 p|01/15/202005/15/2020 | 9. 0| | | 5400.00
Term Name Begin Date* End Date* Res Dist* R/D Clock T&F*
Advance Accelerated Pay
D FPay D (high-tech courses only)
LDA/EFF Date
Remarks Modify Remarks List




8. Returntot h &eledtbpage by clicking on the Select icon from the menu on the left. Select
the same student that was just certified at the extension facility code.
Student School Detail

, Select Student
Search by (SN /] [Stars Vit /]899 [Scarch]Ciear |
Search Type Search Range Search Text

[All Active MIE MR NI MIET v

Status and Facility Code and Chapter and Training Type and Program and PT Evaluated

| |to] |[ALL V] [Al V] [ALL V] [ALL Ml Fiter |

Date Range or Days until Cert End or Training Time Prior Credit Active Duty m
.Showing 1-20f2 Show Logs
records
n k SSN File # P;V Last Name | First Name | Chapt|Program |Last Cert F;“o":? 0
T7i26/2019
I:‘ 4% 809-01-7255|809-01-7255 0O[TEST ADD NEW 33|BS S0C 1-45 PM 22222327
|:| 1|8099-01-7255 (899-01-7255 gTEST ADDNEW 334 BS SOC 22%22222

9. From the Bio page, navigate to the Cert page and click &Newéfrom the Cert Menu at the very
top of the page. The &dit Enrollment Areabwill show the Extension Facility Code. The
certification completed for the main campus Facility Code will also show in the list of

certifications.



